          Sample #8[I]
Notification Letter Format When Writing to Self Advocate Re: Emergency Move to Temporary Location due to Bed Bug Infestation

This letter format is to be adapted to suit the recipient and situation, but must contain all the information herein.

USE YOUR AGENCY LETTERHEAD

DO NOT INCLUDE THIS HEADER AS PART OF CORRESPONDENCE 

DATE [sent, not drafted] 

Individual Name 

Address 

City, State Zip 

Dear __Name of Individual___: 
Pursuant to our {discussion, meeting, phone call on [give date]}, the [agency] {will move, moved} you on [date] on a temporary basis from the [current residence] to [emergency residential location]. This emergency move {was/is} necessary to immediately address a bed bug infestation at the residence. It is expected that you will be staying at [emergency residential location] from [provide date range of stay].  

During your temporary stay at [emergency residential location], you will continue to receive the same 24 hour services provided at [current residence].  {Also provide details being made for day services while you are receiving temporary services, i.e., You will continue to attend the [day program] while you are receiving your residential services OR You will receive day services at [agency] during this temporary period}.
We regret any inconvenience to you; however, the emergency relocation was necessary so that the residence could properly address the situation and return the home to its normal condition.  
If there are any questions or concerns regarding your temporary move, please feel free to contact [staff name and contact phone number].  Thank you.

Sincerely, 

Care Manager
cc: Individual File

MHLS 

[DDRO, agency staff and others as appropriate] 

[for Willowbrook class members]

Antonia Ferguson, Consumer Advisory Board 

Roberta Mueller, NYLPI 

DDRO Willowbrook Liaison 

Lori Lehmkuhl, OPWDD Willowbrook Liaison
